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1 Overview
Within Egrants, we need to be able to track various documents received by ICJI that are associated
with non-profit agencies. An agency is identified as being non-profit when the Agency Type is set
to “Non Profit” on the Agency Details page.

Egrants allows you to identify documents associated with a non-profit agency in two ways:

1.1 The Applicant Agency on any subgrant within Project Management can be selected to view
the agency’s details. The non-profit agency information may be entered and updated as
described in section 2 below.

1.2 Onthe CONTACTS Agency Details page, the user also has the ability to enter and
maintain the document information associated with the non-profit agency. The Agency
Type dropdown includes an option for “Non Profit” which can only be changed within the
CONTACTS Agency Details page. The agency type dropdown should be set to “Non
Profit” for all non-profit agencies within CONTACTS. See section 3 below.

2 Verify / Update Application Agency

2.1  Navigate to the Project Management — Project or Application Main Summary page.

2.2  Click on the Applicant Agency to display the Applicant Agency Details page for the selected
agency. \
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Summary Budget Issues/Comments Peformance Indicators Reporting Requirements Documents

Grant ID: 1006 Project Title: Advocates for Child Victims Status: Open - Awarded
Applicant Agency: YWCA of Greatdr Indianapolis Original Award Amount: $31,200.00 Adjusted Award Amount: $31,200.00

\ MAIN SUMMARY (CURRENT AWARD)
Fund Al 1ent: 2012/2013\V0CA (2011}

View FA Assignment History

SubGrant ID: 2011-VF-0

Applicant Agene§: ¥WCA of Greater Indianapolis

FID#; 23-1370573
Recipient Agency: YWCA of Greater Indianapolis
Project Director: Brother Al Church Change Project Director
Financial Officer: liss Ann Helper Change Financial Officer
Primary Contact: Ms. Judy Jones Change Primary Contact

Additionsl Contacts (0-Grantee: 0-ICJI)

Project Program Area * \ictims Services

Program Staff Contact * Ms. Sarah Davis -

Fiscal Contact * Ms. Kim Snyder -
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2.3 Scroll down to the “Documents Received List” and click the “Add New Document” button.

Documents Received List

Add New Document
Action Valid From Date Valid To Date Filed w/ Grant ID
| Update | | Cancel | NonProfitPackage 111,201 12112012 1005 +
Save || Delete | Cancel |

2.4 If the non-profit information has been reviewed and it has been determined that it is
acceptable, select “Non Profit Package” from the Type dropdown and enter the Valid From
and Valid To date range. The non-profit agency information is approved for that time period
and the non-profit agency does not need to re-submit this information for other grants during
that time period. Select the appropriate grant from the “Filed w/Grant ID” dropdown to
indicate where the paperwork is filed.

2.5  Click the Update button to complete the edits to the new document added to the agency.
2.6 Additional documents may be added following this same process (steps 2.3 — 2.5).

2.7 When all documents are added, select the Save button to save the information.

CONTACTS - Agency Details

An agency that is non-profit must have its Agency Type set to “Non Profit” in the system. The “Non
Profit” status is maintained on the CONTACTS agency detail edit page. To set the Agency Type to
“Non Profit”, follow these steps:

3.1  Select the CONTACTS tab and click on the Agencies link to display the Agencies Search
page.

3.2 Enter search criteria necessary to find the desired agency and select the Search button.
3.3  Click on the Agency Name link on the search results to open the Agency Details page

3.4 If it’s necessary to change the Agency Type, select “Non Profit” from the Agency Type
dropdown. If this is the only information to be updated, skip to the last step (3.6). If changes
are also needed to the “Documents Received List’, continue with the next step (3.5).
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AGENCY DETAILS

{ Process As Duplicate H View History H Save J I Delete H Cancel ]

Agency Name: *
Eligible to Apply for Grants
Federal ID Mumber.
Preferred Contact Method
Agency Type
DUNS Number:

Faith Based Agency: *
JURIS Number:
ORI Mumber:
Funding Agency:
Email Address
Fiscal Year Ending (last day ofy
Agency Cleared?
US Congressional District

WCA. of Greater Indianapolis
23-1370514

Mail -

Nan Profit -

Last Update By: Sir Barry Reber
Last Update Date: 8/25/2011 8:43.07 AM

Status: Active

Yes -
JURIS Nen-Compliant

]

June -

INO1  (Ex PAD2)

3.5  Scroll down to the “Documents Received List” at the bottom of the Agency Details page and
click the “Add New Documents” button. Follow the steps 2.4 through 2.6 above to record

receipt and approval of the non-profit agency information or other documents received.

[T IEIReceived List

I Add New Document ‘

Valid From Date Valid To Date Filed w/ Grant ID

I Process As Duplicate ‘ I View History H Save H Delete ” Cancel ‘

3.6 When all changes are complete, select the Save button to save the information.

4 Searching for Non-Profit Agency Information

4.1 In order to determine if a non-profit agency has submitted their non-profit agency
information, go to the Applicant Agency link on the Application Main Summary page (or
you can use the CONTACTS Agency Details page). Click on the link and scroll down to
the bottom to see if the non-profit package has been received and reviewed. If the non-
profit agency information has not been submitted or if the approval period has expired,

this information must be re-submitted.

4.2  Grants Management staff normally review and approve this information. If you have any
questions about the non-profit agency information, contact the fiscal contact identified on the

grant application listed as the “Filed w/ Grant ID”.




